Entering and receiving Purchase Orders into Small Business Manager
· From the Vendors’ menu choose Purchase Items/Purchase Orders. See the Purchase Order screen below.
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· Accept the default P.O. number. Choose a vendor by clicking on  the magnifying glass next to the field by Vendor ID.

· You can correct the Receiving address (Ship-To), because you will be receiving the order. You can do this by pressing the Document Details button at the bottom of the screen and adding a new address for Books For Less (such as the Blawnox warehouse).

· Enter the line items one by one by pressing the magnifying glass next to the Item Number link.

· Choose a quantity and a unit cost. 

· Once the order is correct, then print the P.O. by clicking the little printer icon at the top right-hand corner of the screen.

· Save the P.O

· Fax the P.O. to the vendor.

Receiving Purchase Orders:
· From the Vendors menu choose Receive and Invoice Items/Shipment Only Receipts.

· Click the Auto-Rcv button at the top of this screen.

· Select the purchase order to receive by pressing the magnifying glass in the Select Purchase Order Screen.
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· Click the View Details button above and then edit the screen below to change quantities according to what was actually received.
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· Click the Receive button at the bottom of the screen


· For each line item you will need to enter a Lot/Location. Therefore this step must be done after the order is put away; or after you have decided where it will go.

· Once you click that Receive button, you will be presented with the Receipt Lot Number Entry window, below. Fill in the Location in the Lot Number field and then press the Insert button. You have to do this step. The program won’t let you get out of it. Even if you put in false locations now, you will be able to go back into any particular line and remove the false location and insert the correct lot/location.
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· The completed receipt looks like this.
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· You aren’t particularly concerned with pricing right now, so just print out this receipt by using the little printer icon in the upper right corner of the screen.

· Save the Receipt.

· When you are sure this is correct then Post the receipt. Until you Post it, the inventory will not know it has arrived, nor will you be able to apply the vendor invoice against this receipt.

Receiving Vendor Bills for Purchase Orders:
· Go to the Vendor menu/Receive and Invoice Items/Invoice Only Receipts
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· Click the auto-invoice button at the top of this screen.

· Click the magnifying glass to choose which purchase order is being matched for its invoice from the vendor

· Click the View Details button to see the screen below.

· Correct any price or quantity adjustments and press the Invoice button at the bottom.
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· The final invoice looks like this. Check it carefully and Post when ready.
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You need to Post transactions before the accounting system will count the amounts as due or owed.

You can pay this bill just as you would any vendor bill such as the electric or phone bill – using Pay Bills from the Vendors menu. (see that document on the Web site).

Steve S.

PDG Consultants

3/15/05
